






It is important for yourself and your employer that you can improve and advance yourself and also your team working under your control.
Developing yourself in your career

Ask yourself:

· Why it is important to continue developing yourself in your job role

· If there are areas of work where you could develop further and why
· The importance of discussing your development with your supervisor and agreeing on targets that you can achieve

· What types of support and development activities you may need to achieve these targets

· Why it is important to check with your supervisor how well you are progressing

· Why it is important to ask for feedback from your supervisor and colleagues on your performance and how to do this

· How can you use this feedback to develop yourself further

Developing your Team
Ask yourself:

· What the importance of effective team work is to you, your colleagues and the organisation you work for

· Why it is important to deal with requests from other members of staff promptly

· What types of information other members of staff may need

· What types of help you may need from other members of staff and why it is important to ask for it promptly

· How you can share work with other members of the team to achieve better results

· What types of disagreements could happen with other members of staff, and why it is important that you do not let these disagreements harm the work of the team

· Why you should report disagreements that you cannot handle to your supervisor
· If there are situations where you should report disagreements with your supervisor to your manager
Helping new staff to settle into the workplace

Ask yourself:

· Why it is important to help new staff to settle in and what might happen if you do not

· How to make new staff feel welcome

· Why it is important to encourage new members of staff to ask questions and be clear about things
Supporting other members of staff in their work

Ask yourself:

· What help you should and should not provide for other members of staff

· Why it is important to encourage other staff to think about their jobs and the skills they have
· What contributions you can make to work-related discussions and why it is important to make them when appropriate
· What are the basic work routines and procedures that apply to your workplace and how you can explain them clearly to someone new

· What jobs new members of staff might not be familiar with and how to show them how to do these
